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L_oqgin Screen

Case Management System

This is the first screen you will see. Login using your assigned username and
password to gain access to the system.



Main Menu

Welcome keith.witte

to

CMS

Things you can do

Add/View Cases

Reporting

System Maintenance

log off

After a successful Login, you will be brought to the Main Menu. From here, cases can
be accessed, the Report Generator and System Maintenance functions.



Case Load Screen

Case Management System
I —
Look U'p' addanewcase BackfoMainMenu Refresh  View Mediators | View I'leprésen'tativis" View Respondents- ' Elp

10| 0se | bt o |t o | e g o g |l | VRt | 0 e | _-

Edit | Delete
21 |06/24/2014|alesha.bell Aborted |E 8 0 Longusira Juan Picca Pollo a Jz brasa Edit | Deleta
23 |05/28/2014|philipvikes | Closed [H 113 106 84 |1405-0157 03-14-0215-8 Smith Nathaniel & Car Wiells Fargo Bank, N.A. 5
24 |05/282014|philipeikes  [Closed |E 288 288 1 531-2013-02288C Carpenter David Saint Joseph Medical Center
25 |05/28/2014lndseymoran [ Closed [E "7 13 |1310-0559 12F-2013-00647 Jensen Shirky Fairield Properties, LLC
% |05/28/2014Indseymoran | Closed |E 585 585 41 |1211-055 12F-2013-00021 Retman Patricia Anne Arundel County Board of Blctions
27 |05/282014 philipvikes [ Closed [P 3564 3518 2 |o40s0527 Phillps Martyn Stoner, Preston & Boswiel, Chartered
8 |05/28/2014|philipeikes  [Closed [P 3564 3519 2 |o40s0528 Phillos Maribynn Dulany Leahy Curtis & Beach LLP

35 |05/28/2004philpawkes |cosed | 31 119 19 [Mo0100  [12F-2014-00203 Tones Inita Pames, May, Mckay, Le= & Associates 'E"'d"ft
36 (05292014 |philpviles  [Cosed [E ) 101 2 |#04016  [12F2014-00246 Dombrosky Thomas 10 Byrider
37 |05/29/2004|philparkes | osed | 35 355 & £31-2013-02320 Hazehuood Tone MTA T

After selecting Add/View Cases, you will be brought to the Case Load Screen. Here is where you will
see your entire case load. Notice that all of your cases are shown. To limit the view to only cases that
are open, check the box in the upper-left corner for Show Open Cases Only. If you are a Supervisor,
you will see all of your unit's cases. You may check the box for Group By User to see the cases
arranged by Investigator.

The Case Load screen is designed to use alternating blue and yellow colors for easy reading. The lines
highlighted in Red are Threshold Banded. Once a case exceeds an age limit the band will appear. The
three different ages that can be seen from this screen are: Case, Office and Staff.

Charge Age is determined by when the case was Authorized.
Office Age is determined by when the case was received in our Office.
Staff Age is determined by when the case was assigned to you.

You may also select the option to see all cases. You will notice that the Action buttons available to
you will change depending upon if the case is in your case load or not. You may edit only your or your
staff's cases, all others will only have a View button.
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Add a New Case

A

Tl [ATE Y 1L Aesriamead Ta | Ceabum | Tima | Charas Ana | dica Amn | Chabb Ana | MCCD Ainssbhae 1L CCOT LD Alissalnse 1O L asd Alamas LD Civad Ranas DammamAdnnd 1}
Add New Case
[ o] | | | Initial Entryby:|  Witie, R.Kkeith  |on|  1y/1220141149aH | lastUpdated by:|  Witie, R.Keith  |on|  1y12201411:4aM |
Ofienate|[ | |volatonDate [ ] MocR# [ ]|
Fr|[201s Vidaton Occurredin EEOCE [ ] |rekmaimee
DateAuthorized | | |Case Status Open HUD# [ | [Function| v]uit[ 7]
IO.zrrer-t Bssignment |as of Last Action | ‘A::tion Date I
(~ Basis (™ Issues
Race Sex Religion [ssues
American Indian/Alasks Native | [Female 7th Day Adventist o Accessibility
Asian Male Catholic Aszignment
Bi-Racial/Multi-Racial Transgender Jewish Constructive Discharge
Black/African American 3 : Muslim x Dematicn >
MNational Crigin Age Marital Status Housing
Hint: hold dewn the Cirl key to select multiple items ar uncheck itams Hint: hold dawn the Cirl key to select multiple items or uncheck items,

sthame[ | Fisthame ety N | \W
Middle Name Salutation [ -=Select=- 7| Respondent Address [ |
Address Line 1 Contact Name | | Title | |
Address Line 2 Contact Phone Contact Email
Gity | | state | | Addressline 1 | |
& 7 | |Cbur\ty| -=5elect=- ¥ | RP | address Line 2 | |
e N ] I a | B3 |
Emai zip | | county [ \
Agreeto | MNone ¥ | Reason| L4 | »'-"greeto| MNone ¥ | Reason‘ A |
Representative | w e T s

Click the Add New Case button to be presented with a blank case screen. CMS will automatically
assign a new ID number for the case. Fill in as much information as known. Notice that the only
buttons shown on the bottom of the screen are Add, Help and Cancel. This is because the case
record must first be saved before information on the buttons can be added. Once the case
appears in Case Load screen, the buttons will be available for use. This screen contains three
Search buttons. The Representatives and Respondents are kept in a separate list and to add them
to the case they have to be selected from the list. Note: Always search the list to see if the
Respondent/Representative exist before adding them as new. This is so data consistency can be

maintained for reporting purposes.

Add Help

Cancel



View Mediators

Manage Mediators

B& “Help

——

Allen Catlton Fort Washington cautton.allen@comeast.net -
Allen Cautton Fort Washington  |MD caulton.allen@comeast.nst
Kyte Don Golumbia MD dakhd@comeast.net
Mediator | Test Any ity MD testmediator@email.com
Mediator  |Test Any Gity MD testmediator@email.com
Mediator | Test AnyCity ME test.mediator@email.com
Palmisano  |Kate Annapolis MD keullenmediator@acl.com
Rheubottom |Lori Spencenlle MD.  |301-362-2019 | rheubott@msn.com
Seiden Bernice Baltimors MD seiden.bernice@gmail.com
Wiliams ~ |Anita Montgomery Vilage |MD. | 240-777-3139 |anita_b_wiliams@yahoo.com

When clicking the View Mediators button on the Case Load Screen or when adding
a mediation using the Mediation Button, the above screen will be shown. Using
this screen mediators may be added, modified or viewed. Be sure to check the list
to see if a mediator exists before adding them as new. For example, the first two
mediators listed above are the same person. By clicking on the Cases Mediated
button you can see what cases this mediator has been involved with. In the
example of the duplication of line 1 and line 2, you would have to click on both lines
to see all the cases mediated.



When adding a mediator, you will see this screen.

T R e T T LR RS A N S T T fian i Tt Lt R 0 PRI TRINEN RS W W REANLSNES F W AL LG )

Edit Record

First Name: [caylton | =

Middle Name: |, |

1 Last Mame: [a]|en |

Email Address: |caulton.allen@comcast.net |

{
§
Address: (5220 Joe Klutch Drive |
b
{

Qty: [Fort Washington |

State: | Maryland v |

, Zip: 20744 |
County: | - |

Home Phone: [302-359-1759
Work Phone: |

Fax Mumber:

|
2l Phone: |
Service Date Name: |

it

Willing To Mediate At:

Training Save Help Cancel

— AT AT T AT T T AT T




For each mediator, you can also see what training they have attended

JAOLELR T I WML VRO IR | Y 1 [ CILULAH BRSPS | sl ol 5L |lm.m'
il Edit Record
I First Name: [Caulton | =

Middle Name: |, |

i Last Name: |a|len |

|- _EE[IBJI.MiLESSjJﬂ;J.tﬂn allan @ maraeset mak I

K

|

Mediator: Allen, Caulton
Date Cass
Mo training classes enterad.

Date Tass
| | ==select== v | [add]

Help Close

~ SETvice Liate Rame: |

atn

Willing To Mediate At:

o] e

Training Save Help ‘Cancel




View Representatives

Manage Representatives

dd record’ ‘Back "Help

i i

Parsley Luciene Baltimore 410-727-6352 | Ve

Baron Stzhpanie Baltimors MD

P wﬂm
Trauanty Constance pe e T T
15t Class Moving Storage Bolssi Hassan Orlando FL 407-674-5599 mﬂ

Man Lescht & Associates, PC McDonough Sara Washington  |DC 202-463-6036 - Qhow Aty
Allegany County Historical Society Slenake Evan Cumberland  |MD 410-514-7601 w Delete Acti
Alperstein & Diener, P.A,, Glickson Melanie Baltimore MD | mig@alpersteinlaw.com 443-550-1288 | @V v 1

American Legion Morris Frock Post 42 Poole, Adjuntant  |Kevin Hagerstown |MD 301-733-7675 mﬂ
another firm name another L name another F name|a firm city A |anotherfrm@email.com - b T
Baldwin & Briscoe, P.C. Brawster Joshua Lexi Park|MD  |jbrewster@baldwinbriscos.com |301-862-4400 ww
Baldwin Law Group, LLP Cass \era Baltimore MD  |vcase@blglaw.org 410-828-5510 | T e

Balt City Public Schools Office of Legal Counsel| Turner Tammy Baltimore MD 410-396-8542

Baltimors City Law Departmeant Gilkey Gary Baltimore MD  |100 M. Holliday Straat, Suite 101|410-396-3560| 7 rr 1 15

Baxter Enterprises, Inc. Reste, HR Mgr. Margot Salisbury MD 410-572-6031

BEIN, AXELROD, RP.C. Markey Regina Washington  |DC 202-328-7222 | §T 7T 3 (e

Berenson LLP Lobasso Peter Great Fals  |VA  |pni@berensonlip.com 703-758-1055
Bertucci’s Handren, Risk and Be | Scott Northborough |MA 508-351-2576 - b T

When clicking the View Representatives button on the Case Load Screen, the above
screen will be shown. Using this screen representatives may be added, modified or
viewed. Be sure to check the list to see if a representative exists before adding them
as new.



By clicking on the Show Activity button you can see what cases this representative
has been involved with.

i
.
| oname | DateFC o | FCC | R | FRCRR | Defecf | imestpstor | Mewelay o

D] PN e it Rep |Rep| Rep | FRC Assigned Awad | T

} Oshodi, | 07/22/2014 | Mperstein & Diener, Commey, Atto $0.00 View

E Halima P'A'I

| | ordedi | 07/24/2014 | Aperstein & Diener, Commey, Atto $0.00 ,:;——
| | Quadn PA, —
!

i

Help

Close
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When adding a representative, you will see this screen.

| canrecos

| Respondent Name: |\aste Management, Inc. |

Address 1t (7175 Kit Kat Rd |
" Address 2: | |

I aty: [Elkridge |

State: |r-.-||:. |

Zi

P |21075 |

i County: | Howard v]

1 Contact Name: |Mi|:hele H. Mally

i Title: |Senior Legal Counsel |

| Contact Phone: [215-269-2188 |

Gontact Email: | |

Contact Add 1: |1III[I Brandywine Boulevard, St. |

1 Contact Add 2: | |

i Gontact Oty [Newton |

: Contact State: [pay |

] Contact Zip: [15940 |

1 Contact County: | v |

< MNotes:

Save Help Cancel



View Respondents

Manage Respondents

add record ‘Badk ""Help'

" Respondenthame | iy _[satecontact ame T

Baltimore City Pelice

1st Class Moving Storage Elkridge MD

1st Team Staffing Senvices, Inc. Baltimore MD  |Shelley Sovero  [410-242-2810
2 Tor, Inc. dfbfa 2U Landawer MO |Erin Anderson | 301-892-4350 Chrw Artivity

2nd Ave Value Stores Laurel MD
&k Systems, Inc Reaston VA S R
A8 G Management GenBurie  |MD
A-K Real Estate & 5-K Properties & Inves | Gatihersburg  |MD -
AEX. Group Aston PA i o1t [ Modity | Delete | Show Activity
Abilities Network Towson MD Ehens Al
Academy Art Museum Easton MD | Erik Neil 410-822-2787  |ensi@academyartmuseus.org

Actionlink, LLC Bovie MD “Modify ‘Show Activity
Active Network Frostburg MD  |Jessica Swick  |301-687-8157 WW
Adams & Associates, Inc. Woodstock  |MD “Show Adtivity
Admiral Security Service Baltimors MD
Advantage Surveilance, Inc, Towson MD 8B8-636-3669 “Modity Show AChvity

When clicking the View Respondents button on the Case Load Screen, the above
screen will be shown. Using this screen, respondents may be added, modified or
viewed. Be sure to check the list to see if a respondent exists before adding them as
new. By clicking on the Show Activity button you can see what cases this respondent
has been involved with.



When adding a respondent, you will see this screen.

Cemrecos

Respondent Name: |Walmart store #2435 |

Address 13 (2399 North Point Blvd |

HAddress 2
City
Ltate

7i

P

County

Contact Name:

Title:

Contact Phone
Contact Email
Contact Add 1
Contact Add 2

Contact City
Contact State
Contact fip

Contact County

Motes:

* [Dundalk

: [MD

: 21222

Z | Baltimore

d

: [410-284-5412

Save Help Cancel



Be careful when adding respondents not to duplicate names unless necessary. Notice in
the example below, There are two entries for Walmart store #2435 and two entries for

Washington County Government.

Walmart store #2435 Dundalk MD 410-284-5412
Walmrtstore 22435 Dndak (VD 402845412
Walmrt1860 fhon |10 403400
Washington County Government
Washington County Government
Washington County Heakth Department  |Hagerstown  [MD  [Carolkane  |240-313-3200
Washington County Public Schooks Hagerstomn  |MD 301-766-2800
Waste Management Inc. Bakimore  MD 410-486-2093
Waste Management, Inc, Elridge MD  [Michele H. Moly [215-269-2188




Case Detall Screen

| o 50 ] | InitialEntryby:|  niokbrookst  on| 2014052911234 | lastUpdatedby:|  nicokbrooks:  [on|  zo14deliiezEs0 |
Office Date | [05/22/2014 Violation Date 02/22/2014 MOCR# I B (- Employment ¥
Fr|[2012 Violation Occurred in EEOC# 531-2014-00918 Referral Type
Cateuthorzed | | |Case Status Open HUD= | | |Function [ Enfarcement ¥ | unt
IDJrrentﬁc.signn‘ent Hernandez, Bonnie ‘asof 06/04/2014 |Lastﬁction |Ass\gn Case | |R:tion Dats |06/04/2014 I
~ Basis ~ Issues
Retaliation Discharge
Race Sex Religion Issues
American Indian/Alaska Native . Female Tth Day Adventist . Accessibility
Asian Male Cathalic Azsignmeant
Bi-Racial/Multi-Racial Transgender Jewish Constructive Discharge
Black/African American 5 : Muslim = Demotion o
Nztional Origin Age Marital Status - Housing -
Hint: hold down the Cirl key to select multjple itams or uncheck itams. Hint: hold down the Cirl key o sslect multiple items or uncheck fems,

Last Name First Name [Rodney Respondent Name |QSI.fNexthn Practice Solutions |w Search
Middle Name |C Salutation | Mr x | Respondent Mdress|LL3SD McCormick RD Hunt Valley, MW‘
Address Line 1 4600 Owings Run Road Contact Name | | Titke [ |
Address Line 2 [Apt. 303 Contact Phane [ | Contact Email [ |
Gity [Owings Mills | statz [MD | Address Line 1
- Zip [21117 C‘ount\,“ Baltimore v ‘ RP | pidress Line 2
Home Phon [ | cellphone [410-790-1457 iy | | state] |
Email [RNBGROSS731 @verizon. Zip [ | county] |
Agree to | Mone T | Reaaon| L | Pgreeto| MNone ¥ | Reasor,| hi |
Representative [ | W Representative [Jackson Lewis P.C. l Detai Search
Actions FFC Mediation Attachments Save Notes Close Print Documents Help History

Once you have selected a case to work with, the Case Detail Screen will be opened. This screen
has several sections.

Green Information Bar - This line is not editable. It shows the case ID#, who initially entered the
case and when and who last saved changes to the main case information and when.

Case ldentifier Section - Shows the filing dates associated with the case, the number, case type
and the Case Status. Note: The case status is updated via action codes.

Blue Information Bar - This shows who is assigned to the case and the last action applied to the
case.

Basis / Issues - Basis and Issues are grouped within each category. Multiple of each may be
selected. Hole the CTRL key and click all desired.

CP Box - All of the Complainant's demographic information. If they have a Representative,
click the Search button to access the Master List.



RP Box - All of the Respondent's demographic information. The respondents are
located in a separate listing. To access, click the Search button. After selecting or
adding the desired RP, the system will ask if you would like to copy the contact
information. If yes then the contact fields will be populated on the main case
screen. It is important to have the proper contact information as this is where the
Document Manager gets the information for the RP documents.



Actions Button

‘ Agree to ‘ None v | Reasonl v Agreetol None v ‘ Reascn‘

-
N = e [ Searar ]

Actions FFC Mediation Attachments Save Notes Close Print Documents Help History
T =l

Action Date|Action Taken| Assigned To |Remove Action

05/27/2014 |OpenCase  |Witte, R. Keith
05/27/2014 |Assign Case |Moran, Lindsey ]
10/07/2014 |Assign Case  |Kesfer, Paulette| []

Add Help Close

After the case has been established, the buttons are available for use. Click on the
Actions Button to see what Actions have been added to the case and to add additional
Actions. Please note, Actions may not be deleted. In order to remove an action, check
the box in the Remove column.

To add an Action, click the Add button.
{ acions [

Action Date |(11/12/2014

Action Taken|| ceject action Taken ]

Save Help Cancel

By pulling down the Action Taken field, you will be presented with all of the Actions
available. The screen will dynamically change if additional information is needed for
a selected Action.



FFC Button

‘ Agree to ‘ None v | Reasonl v Agmetul None v ‘ Raasun‘

h | | Representative ‘

Actions FFC Mediation Attachments Save Notes

Close

Print

Documents

Help

History

FFC

[ 1
I
I
[ 1]

| Investigator Name hd

';l Administrative Gosure
1= cp withdrawl

I Investigation Continued
! PDS Agreement

I:I Policy Change

I Private Agrazment

) promoction

1 Training

2 Apology

) Neutral Reference

1) Mo Further Action To Contest
| Reinstatement

) Unemployment Bensfits

Save Help

Close

The FFC button screen can be completed as information becomes available. The
system allows for separate Representatives to be assigned for the FFC. If they are

the same as the main case they still have to be added here.




Mediation Button

‘ Agree to ‘ None v | Reasonl v Agreetol None v ‘ Reason‘ v

fve | ] w Reprasentative [ | w

Actions FFC Mediation Attachments Save Notes Close Print Documents Help History

T T T

First Mediator |
i Second Mediator |
Location
Chmmd 1]
Remedy Administrative Closure
| CP Withdrawl
Mediation Continued
Mediation Failed
PDS Agresment
Private Agresment
Mediation Scheduled

Save Help Cancel

Shown above is a detail record for the Mediation button. As information is known,
enter it accordingly. The Mediators to be listed must appear in the Mediator List.
They can be added if they do not exist. The system can store multiple mediations.



Attachments Button

Agree to ‘ None v | Reasonl v Agreetol None v ‘ Reascn‘ v

S [ ‘searc o [ ‘searc |

Actions FFC Mediation Attachments Save Notes Close Print Documents Help History
s — v v v m= T v v T  — = - T

A Bt LY [N e e WA e i (LISl ot Bt L I e S I T e o] P ot B g B S

Attachments E

Case Attachments

PDF File: No file chosen J

Mo attachments entered

E
Il

:| | e Type
:I Help Close ferral Ty
g |ere ereas— [epren- —frres e 11 i l-m.'u:tionJ:
5E Open R— . . | % | 1
3 OT\:}' | Ju € agency » IT » CMS Documents - |¢,.| | Search CMS Documents o =
E Organize = Mew folder = = i @ 3
VU * Mame Date mo
= Favorites I_ |
Bl Desktop 'E_Ei Admin Closure Conciliation Agreement Reached CP Letter.rtf 10/28/20 =
& Downloads E-L Admin Closure Cenciliation Agreement Reached RP Letter.rtf 10/28/20
= | Recent Places Bz Admin Closure CP Private Agreement CP Letter.rtf 10/22/20 =
i & Google Drive 3 E-'_Ij Admin Closure CP Private Agreement RP Letter.rtf 10422720
3 RealPlayer Cloud @t Admin Closure CP Withdrawl CP Letter.rtf 10/22/20 | E
3 10/22/20 E
- s Libraries E% Admin Closure Duplicate Filing CP Letter.rif 10/24,/20 E
= -3 Documents E_‘E Admin Closure Duplicate Filing RP Letter.rtf 10/24,/20 =
1 J‘f Music i 'E_Ei Admin Closure Failure to Cooperate CP Letter.rtf 10,2420 F
p [&] Pictures @5 Adrmin Closure Failure to Cooperate RP Letter.rif 10/24/20 1
3 B Videos Admin Closure Failure to Locate CP Letter.rtf 10/23/20 |
1 i Admin Closure Failure to Locate RP Letter.rtf w2320 |
F 18 Computer @E’ Admin Closure Lacks Jurisdiction CP Letter.rtf 10/23/20
2 5 e i pngeie S e o i e el | |
3 a 05 (&) - 4| ] | b 1
3 = E
File name: > | All Files - |
[ Open iv] [ Cancel ] f

Clicking the Attachments Button will open a window listing all files attached to the case. For
example, a Position Statement that is part of the file can be scanned at included in the
electronic case documentation. Files of any type and size are allowed however please use
discretion when uploading large files.



Notes Button

‘ Agree to ‘ None v | Reasonl v Agreetol None v ‘ Reascn‘ v

N = e [ Searar ]

Actions FFC Mediation Attachments Save Notes Close Print Documents Help History

- Date Tab | Sub | Staff Subject
11122014 2:02PM| A 1 |keith.witte|This is a test note | T @ v

(- B

Page: 1

Add Help Close

(NN

IS e | I I =

= = [ = T 'I'-i'T‘.‘Fﬁ'—-j

[rew.

Subject| [This is a test note |

:

=
z b
Note

This is the body of the note. Here, you can use simple word-processing keys to
enter the text of the note.

The text can even be split into paragraphs if you wish.

Add Help Cancel

Clicking the Notes Button will open a window listing all notes attached to the case. The
notes are listed in chronological order. On the note detail screen, use of the Tab and
Sub are optional. The thought behind Tab and Sub would be to correspond to the
physical case file. The Note body has basic word processing edit features or can be
pasted to (using a Ctrl-V) from an outside copy.



Print Button

‘ Agree to ‘ None v | Reasonl v Agreetol None v ‘ Reascn‘ v

= = — =

Actions FFC Mediation Attachments Save Notes Close Print Documents Help History

T

E._ [ e et e i
T @ L print notes [
i I Print Actions

: [ print FFC

L ! Print Mediation

4 I Print Attachments List

Ok Help Cancel

Clicking the Print Button will open a window listing all components of the case that
can be printed. The main case information will always be included along with the
items that are checked. A print preview will be presented before printing to paper.



Document Manager

Agree to ‘ MNone ¥ | Reasonl v ﬁqreetol Mone ¥ ‘ Reason‘ T

e | searei] Repressiatic| [ 'searei ]

Actions FFC Mediation Attachments Save Motes Close Print Documents Help History

T T T =

By clicking on the Documents button, you will be presented with the document
selector screen.

Category: | -=5elect=- ol | |
P

Create Help Close

All documents are categorized. Click the Category pulldown to select a desired
category. Then, select the desired document. If the document requires additional
information, the appropriate information will be prompted for.

oo
Category: | General Investigation Forms ¥ |

Document: | | Contact Letter ¥

Day of Week?: |Wednesda',f

Contact Date?: |November 12, 2014

Time?: |l prm

Phone Number to call?:|[410-555-1212

Create Help Close

TsFRTS (T T I IMBAdreas Tina 1 I



After clicking the Create button, the letter will be generated and be shown ready for
download as seen below. Open the document.

[ S 5 S5 5= 1SS |

I

i Contact_Letterrif i ¥ Show all downloads., X

November 12, 2014

Mr. Allen Jones
6120 Gothic Lane
Bowie, MD 20720

RE: Allen Jones vs. Sears Roebuck & Co.- Annapolis
MCCE: EEOC:531-2013-01931

Dear Mr. Jones:

The above-named charge of discrimination has recently been assigned to me for investigation
and resolution.

Efforts to reach you at the telephone numbers, that you provided to this agency at the time vou
imitiated this charge, have been unsuccessful; therefore, I am requesting that vou contact me on
ot before Wednesday, November 12, 2014, at 1 pm

You may reach me by calling 410-555-1212. T am available Monday — Friday during the hours
of 9:00a — 5:30p. If I am unavailable at the time that vou call, please leave a number where vou
may be reached during the dav or evening hours. If I do not hear from vou by Wednesday,
November 12, 2014 this case mav be administratively closed or brought to a conclusion based
solely on the information that is currently in the file.

NOTE: You are responsible for keeping this agency notified of any changes of address or
telephone numbers. The inability to contact vou will be construed as a failure on your part to
cooperate with the investigation and may result in the closure of vour file.

Sincerely,

Paulette Keefer
Civil Rights Officer
410-555-1212

Press Ctrl-A to select all the text. From the Staff Portal, open a blank copy of
letterhead. Underneath of the header block, right-click and select MERGE
FORMATTING (M). Your document is now ready to print and/or save.




Reports

Case Management System Reports

~ Saved Reports

ABORTED CASES - FISCAL YEAR [view] [2dit] [copy] [delete]
ABORTED CASES - FISCAL YEAR2 [view] [=dit] [copy] [deketz]
CASE LOAD - ALL OPEN [view] [dit] [copy] [delete]

CASE LOAD REPORT BY STAFF [view] [edit] [copy] [delete]
CHARGE AGE [view] [edit] [copy] [delete]

CHARGE AGE = 90 [vizw] [adit] [copy] [delete]

CLOSURE REPORT [view] [edit] [copy] [delete]

COUNT ALL CASES [vizw] [edit] [copy] [delste]

FFC MONETARY REPORT [view] [=dit] [copy] [delete]
FISCAL YEAR [vizw] [edit] [copy] [delete]

MEDIATION CASH REWARDS [view] [edit] [copy] [delete]
PHIL REPORT [view] [edit] [copy] [delete]

RKW PLAY [view] [=dit] [copy] [delete]

TEST2 [view] [edit] [copy] [delste]

TEST3 [view] [=dit] [copy] [delete]

THRESHOLD TEST - E/C [view] [dit] [copy] [dekte]
THRESHOLD TEST - E/S [view] [=dit] [copy] [delete]
THRESHOLD TEST - P/C [view] [=dit] [copy] [delete]
THRESHOLD TEST - P/S [view] [adit] [copy] [delet=]
THRESHOLD TEST = H/C [view] [=dit] [copy] [delete]
[New]

Save Report | Print Report | Show SQL | Back to Main Menu |

The reporting facility in CMS is very robust. If you are in the need of a report, see
one of the CMS support staff to discuss.






